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There are separate issues of 
Tips & Techniques for the 
Macintosh and MS-DOS/ 
Windows platforms. We trust 
that this makes it easier for you 
to find relevant tips quickly. 

The topics in each version 
of Tips & Techniques are 
substantially the same, but 
readers of both versions will 
find platform-specific tips and 
techniques as well. 

If you have a problem that 
you would like us to talk about 
in a future issue, please write 
to Microsoft Communique 
Tips & Techniques, PO Box 91, 
North Ryde NSW 2113. 

Inside this Issue 

1 Quick hints for Office 

2 Updating fields in 
Word 6 and 95 

2 Word 95: Up-to-date 
cross-references 

4 Handling lists in 
Excel - Part 2 

6 Building forms in 
Access 2 

7 Windows 95 hints 

7 Changing defaults for 
new workbooks in 
Excel 95 


Quick hints 
for Office 
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POWERPOINT 95: 
VIEWING SLIDE 
TITLES 

When you are sorting slides in 
the Slide Sorter and have 
reduced the magnification so 
that you can see lots of slides, it 
is often difficult to read the title 
of the slides. 

Problem solved! Simply 
hold down the alt key and 
click on the required slide and 
the title is displayed. 

POWERPOINT 95: 
VIEWING KEYBOARD 
SHORTCUTS 

If you are in the middle of a 
presentation and you forget a 
keyboard shortcut for the 
presentation, simply press FI to 
display the list of shortcuts. 

WORD 95: 

CREATING AN 
AUTOCORRECT 
EXCEPTIONS LIST 

If any of your Office 95 
applications sometimes correct 
words that you don’t want 
corrected by applying the 
Correct Two Initial Capitals or 
Capitalize First Letter of 
Sentences commands, you can 
build a list of exceptions. 

For example, Word defines 
the start of a sentence as 
anything following a full stop (.) 
and a space or an end-of- 


abbreviations to the list of 
exceptions so that Word won’t 
treat them as the end of a 
sentence. 

1 To add an exception to your 
AutoCorrect rules, from the 
Tools menu choose 
AutoCorrect. 


Make sure that the First Letter 
tab is selected (Figure 1): 



Type your exception - for 
example type e.g. complete 
with full stops (Figure 2): 



though, you type abbreviations 
which are followed by a full 
stop. You can add these 


5 Choose OK, then choose OK 
again. 

Now when you type ‘e.g.’ 
Word won’t automatically 
capitalise the first letter of the 
next word. 

Note that if you leave the 
Automatically Add Words to 
List option checked (at the 
bottom of the AutoCorrect 
Exceptions list), then in future if 
AutoCorrect proposes a 
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correction and you delete it 
using the Backspace key, the 
abbreviation will automatically 
be added to the list of 
exceptions. 

WORD 95: 

MULTILEVEL LISTS 

Working with multilevel lists 
has been made considerably 
easier in Word for Windows 95. 
Simply choose Format, then 
Bullets and Numbering, then 
select the Multilevel tab. 

Now, as you type, the 
paragraphs are automatically 
numbered. If you need to indent 
to the next level, simply press 
the tab key. To return to the 
previous level hold down shut 
and press tab. 

WORD 95: 

ADDING ‘SOLID’ 
SHADING TO A 
PARAGRAPH 

From the Format menu choose 
Borders and Shading. Select the 
Shading tab. 

Choose Solid (100%) from 
the Shading list and then choose 
Yellow from the Foreground list. 
Choose OK. 

This gives a better shading 
as the black text stands out 
against this background. 

WORD 6 AND 95: 

USING AUTOCORRECT 
FOR COMMON 
SYMBOLS 

Word 95 has a number of special 
symbols already in the Auto- 
Correct list. For example if you 

Updatingfidds 

To update all the fields in your 
document, including cross- 
references, highlight the 
whole document (CTRL + a) 
then press F9. 

Alternatively, when you 
print the document, choose 
the Options button in the 
Print dialog box. Ensure that 
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type two *=' signs followed by a 
V sign, Word automatically 
changes it to the —> symbol. 

In Word 6 or 95, if you find 
that you use a particular symbol 
often, you can make it an Auto- 
Correct entry rather than hav¬ 
ing to choose it from the Insert 
Symbol dialog box each time. 

For example, if you use the 
telephone symbol often, try the 
following: 

1 To insert a telephone into a 
document, from Insert menu 
choose Symbol. 

2 Select the Windings font. 

3 Select the Telephone, then 
choose Insert, then choose 
Close. 

A telephone symbol is 
inserted into your document. 

4 Highlight the telephone, then 
from the Tools menu choose 
AutoCorrect. 

The telephone is shown in 
the With box. 



5 In the Replace box, type tel 
(or something similar), then 
choose OK 

6 Now, whenever you type tel 
and press the spacebar or press 
enter, a telephone symbol will 
be inserted. 


in Word 6 and 95 

the Print tab is selected, then 
check the Update Fields box 
under Printing Options. 
Choose OK Word will 
automatically update all the 
fields in the document, 
including the date (if it is 
present), and any cross- 
references, when printing. 


Word 95 

Up-to-date cross-referencing is 
one of Word’s very useful 
features for people who pro¬ 
duce long documents - manuals 
of any kind, academic material 
or technical reports, for exam¬ 
ple. When you use Word’s cross- 
referencing facility, you can be 
confident that however the 
pagination in your document 
changes, the cross-references 
can be updated automatically. 

Here are some examples of 
cross-references that you may 
need to use: 

See also ‘Wheat (Triticum species)’ on page 
373. 

For more information, refer to ‘Trxonomy and 
Nomenclature’, especially paragraphs 21.2, 

21.3 and 21.5. 

Epipedons are listed in Table 6.2 Diagnostic 
horizons in minerals soils. 

This tutorial explains how 
to insert cross-references to 
different types of text and en¬ 
sure that they are always up to 
date. It assumes that you know 
how to apply paragraph styles. 

Because cross-referencing 
involves fields, it will be helpful 
to have Field Shading turned on. 

FYom the Tools menu choose 
Options. Select the Mew tab, 
and under Field Shading choose 
Always. 

GETTING STARTED 

You’ll start by creating a docu¬ 
ment that enables you to take 
advantage of cross-referencing. 

1 Create a new document. 

2 Type the following text, starting 
a new paragraph for each fish: 
Trevalla 

Flathead 

Stripey trumpeter 

3 Highlight the paragraphs, then 
click on the drop-down arrow 
beside the Style Name box at 
the far left of the formatting 
toolbar. 















Up-to-date cross-references 


4 Choose Heading 1 for the 
paragraphs’ style. 

5 Position the cursor at the start 
of the ‘Flathead’ paragraph, 
then insert a page break: from 
the Insert menu choose Break. 
Ensure that Page Break is 
selected, then choose OK. (The 
keyboard shortcut is to press 
CTRL + ENTER.) 

6 Insert another page break 
before the ‘Stripey trumpeter’ 
heading. 



CROSS-REFERENCING 
TO A HEADING 

1 Start a new paragraph after the 
‘Flathead’ heading, and type: 
See also 'Stripey 
trumpeter' on page 
Press the spacebar. 

2 From the Insert menu choose 
Cross-reference. 

This dialog box is 
displayed: 


Under Reference Type, 
Heading is already selected. 

3 Under Insert Reference Tb 
choose Page Number. 

4 Under For Which Heading 
choose Stripey trumpeter, then 
choose Insert. 

The page number for the 


5 Choose Close. 

(You can leave the Cross- 
reference dialog box displayed 
while you enter other cross- 
references, if you wish. To go 
back to the document just click 
on it, away from the dialog 


CROSS-REFERENCING 
TO IDENTIFIED TEXT 

1 Start a new paragraph after the 
‘Trevalla’ heading. 

2 Type This fish is- known 
as blue-eye in mainland 
Australia. 

3 Highlight the words ‘blue-eye’. 

4 From the Edit menu choose 
Bookmark. 

5 In the Bookmark Name box 
type blue_eye 

It is important to type the 
underline character instead of a 
hyphen, because you can’t have 
hyphens in Bookmark names. 

6 Click on Add. 

7 Press Ctrl + end to go to the 
end of the document. Press 
enter to start a new paragraph. 

8 Now type: Blue-eye is 
referred to on page 
and press the spacebar. 

9 From the Insert menu choose 
Cross-reference. 

10 Under Reference Type choose 
Bookmark. 

11 Under Insert Reference To 
choose Page Number. 

Under For Which Book¬ 
mark, blue_eye has been 
selected because it is the only 
bookmark in the document. 

12 Choose Insert, then choose 
Close. 

The page number for the 
cross-referenced text has been 
inserted. 

INSERTING TEXT ASA 
CROSS-REFERENCE 

So far you have inserted cross- 
references that include page 
numbers. This time you will 
insert a cross-reference that 
includes heading text instead. 

1 Start a new paragraph at the end 
of the Stripey trumpeter entry. 

2 Type See also and press the 

SPACEBAR. 

3 FYom the Insert menu choose 
Cross-reference. 


4 Under Reference Type choose 
Heading. 

5 Under Insert Reference To 
choose Heading Text. 

6 Under For Which Heading 
choose TYevaUa 

7 Choose Insert, then choose 
Close. 

UPDATING CROSS- 
REFERENCES 

Now let’s see what happens 
when your document changes. 

1 Move the cursor to the end of 
the Trevalla text, then press 
ENTER. 

2 Type Trout and change the 
paragraph style to Heading 1. 

3 Press enter. 

4 Insert a page break before the 
TYout heading. (FYess CTRL + 
ENTER.) 

Now that there is an extra 
page in the document, the 


numbers are incorrect. . 

5 Scroll down until you can see 
the Flathead heading and its 
text. 

6 Highlight the page number and 


It is updated from 3 to 4 to 
take account of the document’s 
new pagination. 

7 Click at the start of the Trevalla 
heading and add Deep-sea 
then press the spacebar. 

8 Scroll to the Stripey trumpeter 
entry where you have a cross- 
reference to the Trevalla 
heading. 

9 In the Stripey trumpeter text, 
highlight Trevalla and press FT. 

See how the cross- 
reference changes because the 
source text in the heading has 
changed. 


WORD 6 USERS 

This tutorial will work just as 
well for Word 6 users. 
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Handling lists in Excel - Part 2 


In the September issue of Tips 
& Techniques you learned some 
simple techniques for handling 
data and using Excel’s Outline 
feature. In this issue you will 
learn how to handle data in lists 
and look at some of the tech¬ 
niques you can use to speed up 
the process of entering and 


mouse button, then from the 
pop-up menu choose Pick from 
list. 

A list of the current values 
in this column is displayed 
below the cell. 

5 Click on Melbourne. Notice that 
this value is added to the cell! 

6 Press tab then type 15. 


2 From the Data menu choose 
Filter, then choose AutoFilter. 

Notice that down-arrow 
symbols appear next to each of 
the headings. 

3 Click on the down-arrow on the 
right-hand side of the Location 
heading, then choose Mel¬ 
bourne from the list. 


analysing data. 

In this tutorial you are going 
to create a very simple list of 
people who have donated to an 
appeal that you are running for 
funds. You want to store their 
names, addresses and the 
amounts they have donated. 

You are going to use the list 
you create to explore some of 
the formatting and data hand¬ 
ling features of Excel 5 and 95. 

TURNING ON THE 

AUTOCOMPLETE 

FEATURE 

If you are using Excel 95 then 
you can turn on a wonderful 
time-saving feature called Auto- 
Complete. To do this: 

1 From the Tools menu choose 
Options. 

2 Select the Edit tab. 

3 Make sure that there is a tick 
beside Enable AutoComplete 
for Cell Values, then choose OK 

CREATING THE LIST 

You are going to create the list 
shown in Figure 1. While you 
are creating this list you’ll also 
learn some of the important 
new features of Excel 95. If you 
are using Excel 5, simply create 
the list displayed in Figure 1. 

1 Type the three headings, then 
format them to be bold and 
shaded. 

2 Type the first and second rows 
of data. 

3 In cell A4 type Peter and then 
press tab to move the cursor to 
cellB4. 

4 Click in cell B4 with the right 


Hint: If you like using the keyboard, you can 
create a pick list by holding down ALT and 
pressing the down arrow when you are in the 
cell required. 

7 In cell A5 type Faoud and then 
press tab to move to the cell B5. 

8 Type the letter M and notice that 
Melbourne suddenly appears in 
the cell! 

This is the effect you get by 
turning on the AutoComplete 
option. 

9 Now enter the rest of the data 
from Figure 1. 


Donor 

Location 

Donation 

Anne 

Mel bourne 

20 

Jerry 

Sydney 

| 10' 

Peter 

Mel bourne 

15 

Faoud 

Melbourne 

.12 

Fati ma 

Adelaide 

20 

Roger 

Sydney 

15 

Fred 

Perth 

50 

Mary 

Adelaide 

T 20 

Rachel 

Brisbane 

io 

Rene 

Hobart 

15 

Phillip 

Hobart 

.. 15 

All 

Brisbane 

60 

Tamara 

Perth 

30 

Ri ma 

Hobart 

1 0 1 


FIGURE I 


FILTERING LISTS 

You have now created a list. 
Excel is smart enough to 
recognise the structure of the 
list and will allow you to search 
the list and restrict the values 
displayed if you so require (it’s 
called filtering). Let’s say you 
wanted to know how much you 
had raised from Sydney for 
example. Carry out the 
following steps. 

1 Make sure that the cell cursor is 
somewhere in the list (e.g. B6). 


Hint: If you are using Excel 95, click on the C 
at the top of the Donation column, to select 
the whole column. The sum of the Melbourne 
donations is displayed on the status bar. Now 
right-click on this sum and choose Count 
Nums from the pop-up menu. The number of 
donations from Melbourne is displayed. 

Now you can only see the 
Melbourne donors and the value 
of their donations. 

4 Click on the down-arrow next 
to the Location header again 
and choose Brisbane. 

This time donations from 
Brisbane are displayed. 

5 Click on the Location down- 
arrow again and this time 
choose Custom. 

The Custom AutoFilter 
dialog is displayed and Brisbane 
is in the first Location field. 

6 Select the OR option and then, 
from the second Location drop¬ 
down list, choose Hobart. 

7 From the drop-down list to the 
left of Hobart choose = and then 
choose OK 

Now Hobart and Brisbane 
donations are displayed. 

8 From the Location drop-down 
list choose All. 

USING THE DATA 
ENTRY FORM 

You are now going to add 
another record to the list To do 
this you are going to use a form 
that Excel automatically gener¬ 
ates whenever it detects a list. 

1 Make sure that the cell cursor is 
somewhere in the list (e.g. C6). 

2 From the Data menu choose 
Form. 








A form is displayed with 
each of the fields that Excel has 
detected from the list headings. 

3 Choose New. You should see 
this window: 



4 Type Rocky in the Donor field, 
then press tab to move to the 
Location field. Type Sydney 
then press tab, then type 25. 

5 Press enter. 

The record is added to the 
list and the form is ready for you 
to add the next record. 

6 Choose Close to remove the 
form from the screen. 

SORTING THE LIST 

You are now going to sort the 
list into city order. Excel is able 
to detect a list and sort the 
contents into order, based on 
the field you specify. 

1 From the Data menu choose 
Sort. 

The Sort dialog box is 
displayed (Figure 3): 



FIGURE 3 

2 Under Sort By, choose Location. 

3 In the My List Has group select 
Header Row. 

You do this because the first 
row in the list is a heading row. 

4 Choose OK 


The list is sorted into order 
of Location. 


CREATING SUBTOTALS 

You are now going to create an 
outline similar to the one you 
created in the last issue of Tips 
& Techniques. In this case you 
are going to create subtotals so 
that you know how much was 
raised in each city. 

1 Make sure that the cursor is in 
the sorted list. From the Data 
menu choose Subtotals. 

The Subtotal dialog box is 
displayed (Figure 4): 


jDono, 

3 

Use Function: 


| Sum 

3 
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17 Replace £ufrent Subtotals 


2 From the At Each Change In list 
choose Location, then choose 
OK 


Subtotals are now displayed 
for each of the towns in the list: 



Notice that outline symbols 
are also displayed so that you 
can collapse the outline to see 
just the subtotals if required. 

3 Click on the small outline 
button in the top left comer 
with 2 on it. 


Now only the subtotal for 
each location is displayed: 



FIGURE 6 


CONCLUSION 

You have now explored some of 
the techniques for dealing with 
data in lists. In the next issue of 
Tips & Techniques you are 
going to use some of the more 
advanced methods of 
manipulating data. 


1 To select a group of cells 
hold down CTRL and press 
* on the numeric keypad. 

2 To select a row hold down 
shift and press spacebar. 

3 To select a column hold 
down CTRL and press 
SPACEBAR. 


4 To insert the Autogum 
formula hold down alt 
and press the = sign. 

5 To apply the Currency 
format with two decimal 
places, hold down shift + 
ctrl and press the $ sign. 

6 To move to the last active 
cell in the sheet hold 
down ctrl and press end. 

7 To select cells that are 
directly or indirectly 
referred to by the formula 
in the active cell, hold 
down shift + CTRL and 
press {. 
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Building forms in Access 2 


Access 2 has powerful tools for 
building complex forms that 
take away much of the work 
associated with their design. 

In this tutorial we’ll explore 
a type of form that can cause 
problems for beginners. Often in 
relational databases you have 
data linked in a one-to-many 
relationship. For example, an 
invoice may have address and 
invoice number details in one 
table and each of the line items 
in another, details of a seminar 
may be in one table and the 
people attending the seminar in 
another. You need to create a 
form that includes the header 
information and the details. 
INSPECTING THE 
TABLES 

You are going to use the North- 
wind Traders database. It is in 
the sampapps subdirectory of the 
directory in which Access is 
stored (usually c:\access). 

1 Open NWIND.MDB. 

2 In the Database Window select 
the Tables tab. 

3 Select the Orders table and then 
choose Open. 

Notice the information in 
this table. There is a record for 
each order holding information 
about the order number, the 
firm ordering the goods, and 
order and delivery dates. There 
are no order details. 

4 Close this window and then 
select the Order Details table 
and choose Open. 

This table shows details of 
the order. Notice that there is a 
separate record for each of the 
items for the order. Order 10001 
has four items, 10002 has three 
items and so on. 

5 Close this window to return to 
the Database Window. 

CREATING A FORM 
AND SUBFORM 

You are now going to run a 


Wizard that allows you to create 
a complex form quickly. 

1 Choose the Form tab in the 
Database Window. 

2 Choose New. 

The New Form window is 
displayed. Your first action is to 
specify which table or query to 
base the form on. In this case it 
is the Orders table. 

3 From the Select A Table/Query 
drop-down list choose Orders. 

4 Click on the Form Wizards 
button. 


The Form Wizards dialog 
box is displayed (Figure 1): 



FIGURE I 


5 Select the Main/Subform option 
and then choose OK You 
should now see this window: 



FIGURE 2 

Here you choose the table 
that is to supply the data for the 
subform. 

6 Choose Order Details and then 
select Next. 

You can now nominate the 
fields from the Orders table that 
you want on the form. You are 
going to use only some of them. 

7 Select Order Id, then click on 
the button with the arrow point¬ 
ing towards the right. Repeat 
this for Ship Name, Ship City 
and Order Date. Select Next. 

You are going to display all 
of the fields in the subform. 


8 Click on the double arrow to 
select all the fields and then 
choose Next. 

9 Choose Embossed, then choose 
Next. 

10 Type Trial Orders Form 
as the name of the Form and 
then choose Finish. 


telling you that you must save 
the subform before proceeding. 
11 Choose OK 


12 Enter the name Trial 
Subform then choose OK 
The Wizard completes the 
form and it is displayed ready 
for you to enter data (Figure 3). 

There is one record 
displayed for order 10000. 



13 Use the bottom set of scroll bars 
to move to the second record 
and you will see that there are 
four records displayed for order 
10001. 


SAVING THE FORM 

You are now going to save the 

1 FYom the File menu choose 
Save Form. 

The Save As dialog box is 


2 Enter the name Trial Order 
Form then choose OK 

3 From the File menu choose 
Close. 

4 Scroll through the list of forms 
in the Database Window and 
notice that the Trial Order Form 
and Hial Order Subform are 
both displayed. 
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QUICK HINTS FOR 
THE CONTROL 
PANEL IN 
WINDOWS 95 


CREATING A 
SHORTCUT TO 
YOUR PRINTER 

It’s often useful to have a 
printer icon on your 
desktop so that you can 
drop documents directly 
onto the icon to print 
them. To set this up, follow 
these steps: 

1 Open the Control Panel. 

2 Double-click on Printers. 

A list of printers is 
displayed. 

3 Right-click on your printer 
in the list, then choose 
Shortcut. 

Windows 95 responds 
with a message asking if 
you want to create a 
shortcut on the Desktop. 

4 Choose Yes. 

A shortcut appears. 

5 Drag it to a spot on the 
Desktop where you can 

. Now just drag any 
document icon to this 
shortcut and your 
document will print. 

PRINTING A FONT 
SAMPLE 

If you would like to know 
what a particular font 
looks like, carry out these 
steps: 

1 Open the Control Panel. 

2 Right-click on the font you 
want to check, then 
choose Print. 

Or Drag the font to the printer 
icon you created in the 
previous hint. 


Changing defaults for new 
workbooks in Excel 95 


Everyone has their own prefer¬ 
ences and dislikes. When Excel 
95 is installed, if you take no 
special action every workbook 
you create will print with the file 
name in the middle of the head¬ 
er and the page number in the 
middle of the footer. 

If you want something 
different, you can change these 
defaults by choosing File Page 
Setup and then selecting the 
Header/ Footer tab and re¬ 
defining the header or footer. 

But what if you would like 
all new workbooks you create 
to have a different header and 
footer or to default to a different 
font or font size? 

In Excel, you can set your 
own defaults for all new work¬ 
books by creating one that has 
all the information and format¬ 
ting you want, then saving it as a 
template with the file name 
book in your xls start directory. 

Try the following steps to 
see how it works. 

Note: If you have your own preferences, 
substitute them for the examples we’ve used 
here. You’ll then create your own personalised 
Excel template. 

1 Start up Excel. 

Excel normally starts with a 
new, open workbook. (If it does 
not automatically open a new 
workbook, go to the Toolbar 
and click on the New Workbook 
button.) 

2 From the File menu, choose 
Page Setup. 

3 Choose the Header/Footer tab. 

The dialog box looks like 
Figure 1. 

4 In Header, choose (none). 

5 In Footer, choose the option 
that gives your name, the page 
number and then the date. 

Notice that when you 
choose it, the sample 
immediately below it shows the 



name on the left side, the page 
number in the middle and the 
date on the far right (Figure 2): 



The commas in the option 
you selected tell Excel how to 
divide up the footer. If there are 
two commas, all the text up to 
the first comma goes in the Left 
Section. The text between the 
commas goes in the Center 
Section and the rest goes in the 
Right Section. Ifthereisone 
comma, the text to the left of 
the comma goes in the Center 
Section and the rest goes in the 
Right Section. If there are no 
commas, the text, goes in the 
Center Section. 

This will be the basis of the 
new footer, although we’re 
going to change the formatting 
and add the file name to it. 

6 Now choose Custom Footer so 
that you can change the 
character formatting of the 
footer. 

The text in the Left Section 
should be highlighted. If it isn’t, 
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click on it to select it. It should 
look like Figure 3: 



FIGURE 3 

7 Click on the A button to open 
the Font dialog box. 

8 Choose Bold, then choose OK 

9 Click in the Center Section just 
to the right of the ] sign. 

10 Type a space, then type of fol¬ 
lowed by another space. Click 

• on the Total Pages button (the 
one with the two plus signs). 

11 Click in the Right Section, just 
to the left of the & sign. 

12 Click on the Tab button (the last 
one in the group), then type a 
colon followed by a space. 

The &[Tab] code will print 
the name of the active sheet. 
(The button immediately to its 
left prints the book name.) 

The dialog box should now 


look like Figure 4: 
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FIGURE 4 


13 Choose OK 

14 Now click on the Page tab. 

15 Choose Landscape to make the 
page orientation Landscape. 

16 If you want to change your 
default margins or the header or 
footer position, choose the 
Margins tab. 

17 Choose OK to return to the 
worksheet. 

18 To save these new settings as 
your defaults, from the File 
menu choose Save. 

19 In Save as Type, choose 
Template. 

20 In File Name, change the name 
that appears by default to Book. 

21 In Save In, locate the xlstart 
folder and select it. (It should be 


a subfolder of the directory 
where Excel is installed.) 

22 Choose OK, and if the Summary 
Information dialog box comes 
up, choose OK again. 

23 From the File menu choose 
Close to close the template. 

24 Click on the New Workbook 
button. 

Excel opens a new blank 
workbook with your header and 
footer and page orientation. 

Up: If, after you’ve finished working through 
the steps here, you want to return to Excel’s 
default settings, simply delete the file called 
Book from the xlstart directory. 

EXCEL 5 USERS 

You can tty this tutorial as well. 

You’11 notice some slight differ¬ 
ences in the illustrations and 
some of the names in the dialog 
boxes will be slightly different. 

CHANGING THE 
DEFAULT FONT 
AND FONT SIZE 

If you just want to change 
the default font and font 
size, you don’t need to 
create a template. Try 
this: 

1 With Excel open, from the 
Tools menu choose 
Options. 

2 Choose the General tab. 

3 Select the Standard Font 
and Size that you want. 

4 Choose OK 

You’ll see this dialog 
box which reminds you 
that you need to quit then 
restart Excel for your 
changes to take effect: 



5 Choose OK 

After you quit and 
then start Excel up again, 
the new font and font size 
will be the default. 

If you want to change 
these settings again, 
repeat the procedure. 



This Communique Tips & 
Techniques publication is one 
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